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DUTIES OF POSITION (if this position is annomiced ar mulriple grade levels, these duties describe the full performance level; al lower grade levels the duties may very stightly and witl be performed under somewhar
closer supervision.)

Serves as a Secretary (OA) in the Division of Systems Safety and
Analysis, Probabilistic Safety Assegsment Branch, performing secretarial
and administrative duties to support the operations of the Branch Chief.
Uses word processing equipment or other office automation systems to
produce letteors, memoranda, reporte and other documents and performs
other office automation functions.

CGUALIFICATIGNS REQUIRED (f the position 15 annonnced at multiple grade fevels, these qualtfications describe the fudl performance level, unjess oiherwise specified. The positton description, immedioe
supervisor, andlo: NRC Manugl rhaer und Agpendsc 4108 can be consilred for more detailed snalification reguireinerts andfor interprecarion of qualifeing experience

NCTE: THIS POSITION WILL BE FILLED ON A TEMPORARY BASIS BUT MAY BECOME
PERMANENT WITHOUT FURTHER COMPLETITION.

Candidates must have at least one year of specialized experience at the
next lower grade level or equivalent.

SPECIALIZED EXPERIENCE is experience which demonstrates the knowledge,
skills and abilities to perform a wide-range of secretarial and
administrative duties,

RATING FA('T()R“S VrA;..van:nw are srrongly fn;ﬂmagrd ter Submiit a starement addressing the Rating liseed below )
1. Demonstrated proficiency with microcomputer-based software

applications, including WordPerfect Office (Wordperfect, Appointment
Calendar, E-Mail, etc.).

(Example: Describe specific work experience and training which
demonstrate your knowledge of and ability to utilize the features of
Wordperfect Office, and any other office automation tools. What specific
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software have you used (e.g., LOTUS, Access, Harvard Graphics) and for
what purposes?)

2. Knowledge of proper grammar, spelling and punctuation sufficient to
prepare and review outgolng material for correctnessg, proper format and
completeness.

(Example: Describe specific work experience, education and training
which demonstrate your knowledge of proper grammar, spelling and
punctuation. Describe specific work experience that requires yeou to
apply yvour knowledge of NRC correspondence procedures. What is your role
in ensuring that outgoing documents are correct and in the proper
format? What types of documents do you routinely prepare and originate?)

3. Demonstrated ability to provide administrative support in a variety
of areas (time and attendance reporting, action item tracking, travel,
etc.).

(Example: Describe specific work experience, training and developmental
agssignments which demonstrate your abkility tc apply policies and
practices pertaining teo office procedures, such as time and attendance
and travel. Describe your experience with action item tracking systems.
What were your duties and responsibilities? Describe your experience
establishing and maintaining office files. Describe specific instances
where you have initiated and developed new office procedures to improve
the efficiency of your organization. Describe the types of groups you
have supported and for what purposes.)

4, Demonstrated ability to work efficiently in handling multiple
assignments with competing pricrities, often under congiderable pressure
to meet deadlines.

(Example: Describe specific situations that required you to work under
stressful or adverse conditions (field assignments, competing prioritiee,
tight schedules, deadlines, etec.)}

5. Demonstrated ability to deal tacfully, efficiently and professionally
with all levels of personnel.

(Example: Describe the various levels of individuals you interact with
and for what purposes. Provide examples of specific assignments which
required you to work as a lead secretary or within a team environment.
What was your role? What techniques do you use to develop effective
working relationships?)
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Reasonable accomodations will be made for qualified applicants or
employees with disabilities, except when doing so would pose an undue
hardship on the employing agency.

NOTE: Breadth, recency, and length of experience in the field; training,
awards and commendations; past and current performance; and community or
outside professional activities will be reviewed as they relate to each
of the above factors to determine the level of knowledge, skill or
ability of candidates.

EXECUTIVE AGENCIES ARE PROHIBITED FROM ACCEPTING OR CCONSIDERING
APPLICANTS FOR COMPETITIVE APPOINTMENTS OR POSITIONS BASED ON POLITICATL
RECOMMENDATICNS FROM MEMBERS OF CONGRESS, CONGRESSIONAL EMPLOYEES,
ELECTED STATE OR LOCAL GOVERNMENT OFFICIALS, AND PCLITICAL PARTY
OFFICIALS. SUCH OFFICIALS MAY ONLY SUPPLY STATEMENTS REGARDING THE
CHARACTER AND RESIDENCE OF THE APPLICANT.




